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An Organization of Value-Oriented People,
Reflective of Our Diversity,
Dedicated to Serving the Community
With Integrity, Honor, and Fairness;
That All May Know Justice, Equality,
And Freedom Under the Law.

It is the San Antonio Police Department policy in checking arrest records for anyone other than a criminal
justice agency that a signed release from the person the background check is being conducted on is required.
Please complete the attached form with all the necessary information, paying particular attention to the
following:

1. Please fill in the name of the agency, company, consulate, firm, person or U.S. Government Recruiter in the appropriate
space to whom this criminal history record information is to be furnished.

2. Please fill in your name and all essential information as required to conduct a thorough background check.

3. Please fill in your address. If you currently do not live in San Antonio, but you have a previous address in San Antonio
please list it under previous address.

4. Itis imperative that a right thumbprint be submitted in black ink. Your thumbprint should be rolled from one side where the
thumbnail meets the skin across to the other side where the thumbnail meets the skin. Do your best to obtain all available
ridge detail located on the pad of the thumb including the top joint and a partial amount of the second joint. Feel free to
practice on the back of form

5. Requests must be notarized, if the person the background check is being conducted on is unable to come in to the San
Antonio Police Department in person. Any bank or notary service in your area can provide notarization of the form.

6. There is a $10.00 fee for background checks. Please include a money order payable to the City of San Antonio. Personal
checks are not accepted.

7. A copy of your driver’s license or identification card is required. The expiration date must be valid.
8. All information should be printed clearly along with a signature. Any missing or invalid information may delay the process.

9. Do not reply by fax or email. All replies should be mailed to the San Antonio Police Department Identification Unit. Please
enclose a self-address stamped envelope to expedite the process. Our mailing address is:
San Antonio Police Department
Identification Unit
214 W. Nueva Rm. 123
San Antonio Texas 78207

10. For more information please feel free to contact Olga Villarreal, Office Assistant at (210) 207-4286 or Yolanda Moreno,
Office Assistant at (210) 207-4231.

Sincerely,

Linda S. Flores

Senior Administrative Assistant
San Antonio Police Department
Identification Unit

214 West Nueva Street “An Equal Opportunity Employer” P.O. Box 839948
(210) 207-7484 San Antonio, Texas 78283
(210) 207-4TTY (4889)



